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Navigation:  Main Menu>Manager Self Service>Performance Management>Approve Documents 

 Instructions ACORN Page  

PURPOSE:  When a Supervisor submits an evaluation for approval, the Approving Manager receives an e-

mail notification indicating an evaluation has been submitted for their approval.  The Final Approver will 

also receive an e-mail notification once the First Level Approver has approved the evaluation. 

1. Cycle of a performance evaluation. 

 
2. For the First Level Approval Manager to 

approve an evaluation, navigate to 

Main Menu>Manager Self 

Service>Performance 

Management>Approve Documents. 

3. Click on the name of the Employee to 

review the completed performance 

document and subsequently grant or 

deny approval of the evaluation. 

 
 

4. Click the “Performance Document 

Details” link to open the evaluation. 
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5. Click on “Expand” to review the 

Supervisors ratings and comments for 

each competency. 

Note:  Approvers will not be able to 

update the evaluation, only add 

comments. 

6. Once the Approver has finished 

reviewing the completed evaluation, 

click the “Return to Performance 

Document Approval” link.  

 
7. The Evaluation Approval Chain displays 

the required approvers for an 

employee’s evaluation.  The “Pending 

Approver” can enter comments using 

the “Comment” box.  To approve or 

deny the evaluation click on the 

“Approve” or “Deny” button. 

8. If an Approver denies the evaluation, 

the Supervisor will be notified via e-mail 

and would be able to see the 

comments as to why the evaluation 

was denied.  The Supervisor will need to 

correct the evaluation and resubmit for 

approval. 

 If denying the evaluation, enter an 

explanation in the “Comment” 

section for the Supervisor. 

 

 
9. After clicking the “Approve” button a 

confirmation window will appear.  Click 

the “Close” button.  The Supervisor will 

receive an e-mail notification 

indicating whether the evaluation was 

approved or denied by the Approving 

Manager. 
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10. The approval status for the First Level 

Approver is now complete. 

11. The Final Approver will now receive an 

e-mail notification that the evaluation 

is ready for them to approve. 

 
12. The Final Approver steps are the same 

as the First Level Approver.  Once both 

approvers have completed their steps, 

the final result will have both approver 

statuses as Approved. 

 

 
 


